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CARFER SERVICE MODEL FOR DEVELOPMENT OF PERSONNCL GENERALISTS IN SP SERVICE
{APPLICABLE TO PROFESSIONALS WITH POTENTIAL FOR DEVELOPMENT)

GENERAL NORMS (For Guipance OnLY) PR

e g

3.

o 0t ONE~ OR TWO-YEAR ASSIGNMENTS, AS PRACTICABLE, IN OP. CENTRAL. UNITS (E.G., .PMCO, SPD, -

ACADEMIC DBACKGROUND ' ' '. N

CT oR COLLEGE GRADUATE {OR CXPERIENGE EQUIVALENTS)
MeJOR I ADMING, MGT., OR SOCIAL SCILNCES

TRAINING ' - S : .

A. OIR : .
1. Core Coursts
2+ TREWDS AND HIGHL IGHTS
3. ADP ORIENTATION

B. Extennay (FOR SELECTED EMPLOYEES)
- Vi, PersOunEL #3T. (EoGe, POSITION CLASSIFICATION; EMPLOYER RFLATIONS), ORGANIZATIORA
i DEVELOPMENT; PSYCHOLOGY; BEMAVIORAL THEORY; SYSTEMS ANALYSIS; STATISTICS Vit
2. ToPicAL OR TECHNICAL TRAINING IN SPECIAL IZED PERSONNEL SUBJECTS {(c.c., AMA =
SEMINARS) ;
C. WirtnHin OP .
Ta ATTENDANCE OF PERSONNEL CAREERISTS AT OP ORIENTATION BRILFINGS, MONTHLY MEETINGS
* P SKILLS DEVELOPMENT PROGRAM
2. PART!C!PATION OF NEW PROFESSIONAL CAREERISTS IN OP ON-THE=JOB TRAINING PROGRAM

DESIRED AGE LEVEL PROGRESSION N . !

'i _:
“tASSIGNMENT OR READINESS FOR ASSIGNMENT BY AGE_ 40-U5 To OP KEY POSITION (OR APPROXIMATE e ™ i+
EQUIVALENT) : )

NoRMAL _J0O3 FPROGRESSON £ Tt } .

< Ae s (ST THREE YEARS OF FMTRY _IN SP CAREER SEcrVICE)

CD ano BSD)

guB.r MID-PPorEsqlovAL (PFTWFFN 3 AMD 15 YCARS FROM ENTRY IN SP CAREER StRrvice) ’ T
THRE. OR MORE ASSIGNMENTS TO SPECIALIST JOBS IN CENTRAL OP OR GENERALIST PERSONNEL
LT ”‘JOBS IN.COMPONENTS "DURING NEXT 3-15 YEARS. (SP ASSIGNMENT OBJECTIVE: 3 YEAR TOURS-

e ee . IMSIDE. AND OUTSIDE CENTRAL OP WiITH ONE OR TWO EXTENSIONS OF ONE YEAR CONSIDERED

UPON REQUEST.)

2. _ASSIGNMENT TO A COMPONENT BY END OF 6TH YEAR UNLESS EMPLOYEE '1S EXPECTED BY SP
CAREER SERVICE TO INDEFINITELY CONTINUE IN FUTURE AS TECHNICAL OR FUNCTIONAL
SPECIALIST IN CENTRAL OP.

3. BY THE END OF 14714 YEAR, EMPLOYEE HMAS SERVED 2 OR MORE YEARS IN A STAFF OR ADVISORY
CAPACITY; IN A PLANNING OR RESEARGCH POSITION; OR IN A POSITION REQUIRING CONSIDEfR=
ABLE TIME 70O BE SPENT IN SUCH ACTIVITIES,. . ) -

STRONG EVALUATION IN FOLLOWING PERSOMNAL SKILLS AMD ATTRIBUTES

RESPONSIVENESS IN SUPPORTIVE ROLE TO GETTING THINGS DONE LT
AcEncy OrFFiciaLs THOROUGHGO I NG :

EFFECTIVENESS IN PERSONAL DEAL INGS WRITING ABILITY T
IMAGINATEON AND ORIGINALLTY VERBAL EFFECTIVENESS " :
.. SELF RELIANCE PLEASING PERSONALITY . e
Drive .
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6. STRONG CVALUATION IN FOLLOJING MANAGERTAL SKILLS

MATURE JUDGJENT
ANTICIPATION OF CONSEQUENCES OF PROSPECTIVE
ACTIONS .
PERCEPTION OF THINGS THAT NEED TO BE DONE
ORDINATES, PLCERS, SUPERIORS) ABILITY TO DELEGATE ' . .
SUPERVISORY SKILL { INCLUDING DLVELOP= EFFECTIVENESS IN MANAGEMENT OF OFFiCC
MENT OF SUBORDINATES; MAINTLNANCE _ .
MORALE AND LOYALTY) oL,
DECISIVENESS o :

REPHCSENTATI ONAL AND COMMUNICATING
SKILLS ' -

PLANNING AHEAD

CAPACITY TO INFLULNCE OTHERS (sue-

7.  FAMILIARITY, WITH PERSONNEL WORK

A. GOOD UNDERSTANDING OF FOLLOWING: . 3 .
SUBSTANTIVE ASPLECTS OF PERSONRLL ACTIVITIES ‘ *
CURRENT PERSOHNEL OBJLCTIVES, GOALS AND DEVCLOPMENTS i ’
PERSONNEL TRENDS AND FUTURE PROBLEMS

B, QUALIFYIUG EXPERIENGE TN A MAJORITY OF FOLLOWING!:
PERSONNEL RESEARCH/STAFF WORK
BENECFITS AND SERVICES
SALARY AND POSITION MGT.
PERSONNEL STAFFING . e
PERSONNEL TRANSACTIONS e
RECORDS CONTROL AND MANAGEMENT .

LINE PCRSONNEL MGT. IN COMPONENTS

C. DesiraptE ExperliEnces (NOT nowmes)
OVERSEAS OPERATIONS AND SUPPORT ¢ ‘
HEADQUARTERS ACTIVITIES RELATED TO PERSONNEL PROCESSING MGT., (E«Ge, TRAINING, COVER,
TRAVEL) : .

Sl
-~
5
a
R
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DEVELOPMENTAL GAP SHEET (SP CAREER SERVICE)

.
| <t f. GENCRAL R
1. NaME - o 2. GrapE | 3. OFftce | . Act 5. YEARS N - Gu: LasT FR
. - P ) . PRESENT JOB LvaL.
¥ |
;7: POSITION 8. NaMe OF SUPERVISOR Lo -
' .
}1.  ACADEMIC BACKGROUND
9, CoLLEGE 10. CoLtGE Mavors
. CoLLEGE DEGREE 1 PERSONNEL ADMINISTRATION 0 - .
“COLLEGE = NO DEGREE Lo PusL.ic or Business AbMin. OR MaT. (] . .
*No' CoLLeGE R A , Social Science(s) {d :
dre e Sealob o ‘ OTHER N
i f {Fiee In) R E

([

1

JOB PROGRESSION TO DATE

1

SRR N R

ha m an — i ————

INDICATE REMAINLEIG JOB CXPERIENCES IN CENTRAL OP, EMPLOYEE SHOULD ACQUIRE.Y
EMPLOYEE WITH MORE THAN 3 YEARS SERVICE IN AGENCY, IF APPLICABLF IN HIS CASE.)} |

A : ; !

N !

(CoMpPLETE FOR AN

O ST

"124 JOB-EXPERIENCE MOIMS FOR PROFELCSIONALS (3-15 YeArs As SP CAREERIST)

»

Rt o B . mRM | AT §

CoMpLETED

YES

No

IF NOT COMPLETED, EXPLAIN, If KNOWN, ARD
INDICATE IF SOME OR ALL OF NOhMS STILL NEEDLD

A.lh OR MORE ASSIGMMENTS WITHIN T4 YEARS.
(DIFFERENT BRANCHES OR OFFICES) FOR
"GENERAL1STS; 2 ©R MORE FOR TECHNICAL
{SPECIALISTS, )

e e _

B.’ASSIGNMENT TO AGENCY COMPONENT WITHIN ‘ ) . )
16 YEARs {APPLICABLE TO GENERALISTS - i - . ; .
LONLY). i

1 :

i{ C.'2 YEARS OF PERSONNEL STAFF OR RESEARCH
i -WoRK (OR COMPARABLE EXPERIENCE) BY END
§ -oF 4t vear. .

i : ' T i '

J o . g i . § .
ens o : , R . ILLEGIB
iree "R°‘iﬁ_fipf@i7e!d“%l“R@|€é§e34’99_9709f24 TCIASRDP§2-60387R0008001700463~cernco JJ N
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IV, LEVEL OF KNUJLEDGE OF PERSONNEL WORK * . - :
o {TEM . - |SUPERVISOR | SP PANEL] . | SUPERVISOR | SP PANEL
N Sl ety ‘ — - - - et " :
© 13. PERSONNEL PoLiclLs, T o 17, Personngr cFinG & /0 | - I R
Procrsses & PROCEDURES - : ADMINISTE . 0N ¢
“1h, PERSONNEL STAFF WORK OR . . o . . 18. RECORDS & IRANSACTIONS
' PLANNIRNG . 19. LINE PERSONNLL WORK
15, BedpriTs & SERVICES 20. PLACEMENT .
16. SALARY & POSITION ADMINIS=— 21, NON-PERSONNEL SUPPORT
TRATUION . ACTIVITY
.22, EMPLOYEE'S STRONGEST KNOWLEDGE(S) IF ] 23, [MPLOYEE!S WEAKEST KNOWLEDGE (8} tF APPL(C,QEZ
appLicapLr (NaME one OR T40) _ (NAME ONE OR TWO) e e
V. PERSONAL SKILLS AND ABILITIES *
\
L STRONG 1N SKILL SUPERVISOR | SP PANLL STRONG IN SKILL SUPERVISOR &P PAREL
. . — e
_2h, Responstveness (i . 28, GETS THINGS DONE - n
SURPORTIVE ROLE TO ‘AGENCY : ' 29. MEETING DEADLINES N
. OFFICIALS) 30. THOROUGHGO NG s
25, EFFECTIVENESS IN PERSONA ‘ 31« WRITING ABILITY e b
... DEALINGS ) _ 32. VERDAL EFFLCTIVENESS
26. SELF RELIANCE . 3?. PLEAS ING PERSONALITY
27+« DRIVE . : : 3. [MAGINATION & ORIGENALITY _M_ﬁm_y___m_me*hw_"
3). EMPLOYE&' STRONGEST PERSONAL skitL{s) anp 36. EMPLOYEE'S PERSONAL DEFICIENCIFS' ?F APPLICABL!
- ATTRIDUTE(S) 1F appLIcABLE (NAME ONE OR TWO) . (NAME ONE OR TWO) : i 2
§ ‘ .
; P N
3
l ? A . .
O . Vi. VANAGERIAL SKILLS AMD ABILITIES.® ... 7 !
: ) . -
; R : I : . ‘ .
mrEet 0 STRONG IN lTEM z ~ |SUPERVISOR {SP PANEL STRONG IN TTEM .. | SUPERVISOR 'SP PANEL
3( REPPESENTATION & : i . N3, ANTICIPATION OF CONSE-~ ’
. COMMUNICATION ) QUENCES .OF PROSPECTIVE . N e
38. PLAN AHEAD : ‘ ACTION - 5 winifae
39. CAPACITY TO INFLUENGE Y4, PERCEPTION OF THINGS THAT
{ OTHERS NEED TO BE DONE-
4O, SUPERVISORY ABILITY : 45. ABILITY TO DELEGATE
X1, PECISIVENESS . - U6, EFFECTIVENESS IN OFFICE "]
L
Y2, MATURE JUDGMENT ' MANAGEMENT '
ILLEGI ’ ; '
i - EMPLOYEE!S STRONGEST MANAGER AL ‘skitL(s) 48, EMPLOYEE!S WEAKEST MANAGERIAL skitL{s} IF
F. APPLICABLE (NAME ONE OR TWO) : APPLICABLE (NAME ONE OR TWO) TR S
# 13~21 o ; ’ .
_ 2%—?“ FILL IN EACH [TEM BY INSERTING THE LETTER BEST DESCRIBING THE EMPLOYEE!S KNOWLEDGE/SKILLS
37-46 _
x A - ABOVE AVLRAGE (IN RELATION TO PEERS OR SENIOR CAREERISTS), - ’
ApprévedVFEFFReI%a%Fé%’99?&972TS'C1A
| A ERAGE P ROVEHINT DEST aen, RDP82- 00357R000800170016 3
! e D - BrLOW AVERAGE; NO IMPROVEMENT NECESSARY.
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, PERSONAL DEVELOPMENT SUGGESTIONS.

i

vVit,.

A (To bE.COMPLETED BY SUPERVISOR OnLY)

Y9,

LisTeD 1t (V, V, AND V] WERE MARKED C or E, .INDICATE MUAT
15 FEASIBLE .

KNOWL EDGES
IMPROVEMENT

n L]
¥ ANY OF THE SKILLS OR
SHOULD BE DONE |F AND WHEN

SKiLL OR KNOWLEDGE CORRECTIVE ACTION PROPOSED

50.

CEMPLOYEE'S DEVELOFRMENT ; \

ARE COMSIDORED DESIRAQLLE,

Hte ASSIGNMENTS THAT
FOR EMPLOYECL'S DEVELOPHMENT

BUT NOT REQUIRED

ASSIGNHMENTS CONSIDERED RECESSARY FOR

s ke

PROPOSAL

WHIN

PROPOSAL : WHEN ..

‘

Sj FORMAL TRAINING CONSIDERED DESIRABLE, BUT

52. FORMAL TRAINING CONSIDERED NECESSARY FOR

FOR EMPLOYEE'S DEVEL

EMPLOYEE!S DEVELOPMENT

NOT REQUIRED

CPMENT _

PROPOSAL

WHEN

-

A PROPOSAL

WHEN .

.

EMPLOYEE'S DEVELOPMENT (E+Ge s SPEC 1AL _"-~:

5l OTHER DEVELOPMENTAL ACTIONS CONSIDERED NECESSARY FOR
PROJECTS, SHORTARANGE DETAILS, SHORT-RANGE ROTATION IN ANOTHER SUPPORT SERVICE, op catcm1n e s
TION, REGULAR ATTENDANCE, SP SKILLS PROGRAM) -

THE SP PANEL WILL CONSIDER THE SUPERVISOR!S SUGGESTIONS IN DECIDING UPON SPECIFIC INDIVIDUAL

NOTE:

ACTIONS THAT SHOULD BE UNDERTAKECN FOR INDIVIDUAL CAREERISTS (FOR WHOM SCME INDIVIDUAL ACTION
" OR ACTIONS ARE NECESSARY OR DESIRADBLE }. DEVFLOPMENTAL ACTIONS OF SP PANELS WiLL BE COMMUNICATED
T0 THE INDIVIDUALS AFFECTED AND THEIR SUPLRVISORS B8Y THE CMO/OP, ORDINARILY, PANEL DECISIONS

WILL SPECIFY BOTH THE KIND OF AcTIOoN(S) TO BE TAKEN -aND THE TIME FRAMC{S} INVOLVED,

SUPERVISORS ARE ENCOURAGED TO DISCUSS THIS GAP SHEET WITH INDIVIDUALS CONCERNED AFTER COM«

TPLETING ITe  IF AN SP CARCERIST WISHES TO COMMENT ON THE INFORMATION PROVIDED DY  THE
SUPERVISUR OR TO [XPRESS HIS DJWN INTERCST IN A PROSPECTIVE DEVELOPMENT ACTIOM OR ACYIODNS,

-ne APRFRved Ewoaeleaaesla&mwz&ﬁ GlAaRDRsa-QD%momaom 7001 &&CLMDL
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C LETCD ONLY BY SP BPOARD OR PANEL)

Y SR e wrr

¢ VIll. PROMOTIONAL READINESS AND POTENTIAL - ; i
g .1

‘55¢  CURRENT PROMOTIONAL RCADINESS

H ' 1 ’
! Now OR WITHIN ONE YEAR
’
ONE OR TWO YEARS
i AFTER TWO YEARS '

NON=PROMOTABLE {PER CURRENT
JUDGMENT )

OooO

56. CAREER POTENTIAL TO RrEAcH GS- 1) OR "ABOVE
(PER CURRENT JUDGMENT) P

Ys - . .
_ No O - . é{

1

! IX. POSITION(S) FOR WHICH

EMPLOYEE SHOULD BE DEVELOPED AS A PROSPECTIVE REPLACEMENT -

) i X

b
1
H

PERSONAL DEVELOPMENTAL ACTIONS

57w~ CORRECTIVE ACTIONS TO IMPROVE S
KNOWLEDGE , INCLUDING APPLICABLE
LISTED IN [V V], :

KILLS OR
FTEMS

.58,  ASSIGNMENTS THAT SHOULD BE UNDLRTAKEN 2 +vr

N

ACTICN

WHEN

ASSIGNMENT WHEN

ILLEG

(RPN (UGN S

‘60. OTHER DEVELOPMENTAL ACTIONS THAT SHOULD -
BE UNDERTAKEN (E+G., SPECIAL: PROJECTS, &= v .
ETC.) . e
CoOuRsE WHEN ACTION o WHEN

 ~

- 61, DUE DATES FOR PROGRESS REPORTS TO SP PANEL OR BOARD CONCERNING DEVELOPMENTAL ACTIONS:

{rs APPLICABLE)
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